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How to Center a Typewritten Letter 


A letter should be centered slightly above the middle of the square space below the printed let- 
terhead, which will average fifteen typewriter lines. If the printed head is longer or shorter than this, 
a corresponding change should be made in the number of blank lines dropped down. 

The good appearance of a letter depends largely on getting the margins proportioned according 
to artistic principles. In general, the solid body of the letter should form a rectangle of about the same 
proportion as that of the letterhead paper itself, which is usually 814 by 11 inches, except that the rec- 
tangle of typewriting runs across the sheet instead of up and down. These proportions have been 
worked out in the following table based on the number of words in a letter. . 

First, learn to estimate quickly the number of words in a letter from looking at your shorthand 
notebook. See how many words you average to the line and make a note of the number; see how 
many you average to the page and make a note of that number also. A little systematic practice will 
enable you instantly to estimate closely the number of words in a letter. If letters are to be single- 
spaced, remember that a blank line comes between each paragraph and add ten words for each paragraph 
in letters of 250 words or more, seven words for each paragraph in letters of 150 words to 200 words, 
and five words for each paragraph in letters of much less than 150 words. Double-spaced letters will 
not require this allowance. 

Allow seven lines for the date, the name and address of the person written to, and the saluta- 
tion (best single-spaced with double space between items, even in full double-spaced letters, as double- 
spacing strings the letter out too much). Shorter letters will be dropped down additional blank lines be- 
tween the date and the name of the person written to, as shown in the table: 


Words in Letter Drop Down Additional Set Typewriter Stops at . 
Double-spaced Single-spaced — Blank Lines Left Right 
150 _ 300 or more 0 0 70 
100 220 1 5 66 
75 150 3 10 60 
50 100 4 15 55 
30 75 6 17 53 


The figures given are the middle of the estimate. If you have more than 265 words, proceed as for 
300 or more; if you have fewer than 265 but more than 190, take the spacing for 225 as the central average. 


Facts Required in Different Types of Letters 


Letter of Application: 

1. Name and address of firm applied to? 

2. Name and full address of applicant? 

3. Is position wanted clearly stated? 

4. What reasons stated why applicant should be given position? What training for work? What 
experience? Or what proof that applicant can do the work? What successes won in business or in 
school? School record? 

5. What facts about applicant are called for in advertisement? Or what facts would firm be 
likely to want to know? Sex? Age? Nationality of parents? Living at home or boarding? Salary 
wanted? | 

6. Ambitions for future? Attitude toward the work? Promises? 

7 Ts letter too short or too long? Points omitted? Are all necessary points explained clearly 
and briefly? Is each subject in a separate paragraph? Do any points need more emphasis? How? 


Letter Ordering Goods: 

1. Name and address of firm? 

2. Name and full address of person giving order? 

3. What items are ordered? Is each fully described? Sizes? Pieces? Numbers? Grades? 
Prices? 

4. Where and how are goods to be sent? 

5. How are goods to be paid for? If charged, how was credit arranged? If check is enclosed, 
is cost of exchange added? U.S. money order? Express money order? Bank draft? Express C. O. D.? 
Freight C. O. D.? How managed? 


Letter Answering Inquiries: — 
1.. Name and address of inquirer? 
2. Mention of date of letter answered, in natural manner? 
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as “Yours truly,” “Respectfully yours,’ when the opening is formal, or an informal close like “Sincerely 
yours,’ used only in letters of a friendly and personal nature? Does the name come on a line below, 
starting a little to the right of the beginning of the complimentary close? (It may or may not be fol- 
lowed by a period.) If a woman’s name is preceded by Miss or Mrs., is the title in parentheses? 

Wording of the Letter. Let us now examine the choice of words and phrases to see if they 
are all natural and correct. It is an example of poor wording to say “I am of the age of 13 years” (two 
of's) “Il have had some experiences” (plural instead of the singular experience), “I seen your add in 
the paper’ (a bad error of grammar like J seen, or add with double d instead of ad. as an abbreviation 
or short form for advertisement). Let pupils raise their hands and ask about any wording of which 
they are doubtful till all have marked the wording to their satisfaction. Write w in the margin for 
each example of poor wording. 

Spelling. Let us read the letter through again carefully to see if the spelling of any word is 
doubtful. If so, the pupil must be sure to ask. 

Punctuation. Let us now look the letter through for punctuation especially. Write p in the 
margin for each example of wrong punctuation. (The following questions refer to the rules of punctua- 
tion in Minimum Essentials of Punctuation, page 155, of “How to do Business by Letter”. Use of these 
questions will best follow study of those rules. ) 

Are any sentences run together with only a comma between? 

Are there any compound sentences with and, or, or but which should have a comma beforé the 
conjunction? Are there any compound predicates, with the subject not expressed before the second verb, 
where there is a comma before and or or that should not be there? 

Are there any subordinate clauses which should be set off by commas? 

Are there any subordinate clauses set off by commas which should not be so set off because they 
are short and closely connected with the main clause in meaning or are essential to the meaning? 

Are there any words thrown in which should be set off by commas? 

_ Are there any words, phrases, or clauses in series which should be separated by commas, including 
a comma before the and or or connecting the last two items of the series? 

Are there any addresses in the letter, of which the items of street and street number, tuwn, and 
state should be separated by commas? 

Are there any commas anywhere that are not needed? 

Are there any proper nouns or proper adjectives, like English, American, or the like, which are 
not capitalized? Are there any common nouns capitalized that ought not to be capitalized? 

Let pupils look carefully for each one of these items of punctuation, one item at a time, and ask 
if in doubt. 

Record. Write at the top the number of errors under each head—Facts Omitted, Form of 
the Letter, Wording, Spelling, Punctuation, and then add all together for Total Errors. When tabu- 
lating for a class make a list in two columns, Facts Omitted and Total Errors (which includes Facts 
Omitted). 

Suggestions for Pen-Written Letters and Envelopes 

Pen-written letters necessarily cover more space than typewritten ones, address lines frequently 
have to be shortened to keep the balance, and margins are always narrower. Three quarters of an inch 
is about the proper margin on the left-hand side. Measure this with a ruler and do not trust to the 
eye alone. The margin on the right-hand side of the page may be less. 

In addressing envelopes, remember ‘that you should study the convenience of the postal clerk, 
who has to handle thousands of letters with great rapidity. 

1. Make a separate line for the name, the city, the state, and the street address, and keep each 
of these items well separated from the others, since one clerk reads the state, another reads the city, 
another the street address, and only the mail carrier or person delivering the letter ever looks at 
the name of the person to whom the letter is written. 

2. Do not abbreviate a short state, and write the state on a separate line, not on the same line 
with the city. After “New York City” the state is conveniently indicated by the abbreviation “N. Y.” 
by way of distinction. ; 

3. Many prefer to place the street address in the lower left-hand corner, since this prevents 
crowding or confusion. This is especially desirable when the address consists of more than four items. 

Always begin the address so there will be plenty of room and no line, will run too close to the 
right-hand side of the envelope. 

Never write anything in the middle space of the envelope at the top where the postmark should 
come. Always leave plenty of room near the stamp for the postmark. 
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Questions (Answers found in Chap. I of Textbook): Would you 
use the short method of writing a date on a regular letter? Should 
Saws; sand sa p.in. = bes wtitten im small letters or capitals? Is it 
necessary to use these abbreviations after every figure indicating an 
hour, when several are given together? What punctuation mark 
should you place between figures indicating hours and minutes? Is 
“Miss” an abbreviation? Should it be followed by a period? Should 
“o’clock” be written with a capital letter in the middle of a sentence? 
If hours and minutes are given in a letter, when should they be writ- 
ten out in words instead of figures? What punctuation mark fol- 
lows the salutation or name of person addressed in a note? 


Correct English. What is a sentence? How would you begin 
and end a sentence? (See page 30, How to Do Business by Letter.) 


Rewrite the following in correct form: 


I received your letter when I arrived. I will order the typewriter 
today and forward bill,* then you can send me a check. 


I like the Remington,’ it has such an easy touch my fingers do not 
get tired. My ‘uncle James uses the “oliver, “his stenographer Miss 
Lathrop prefers it. If not kept oiled, it rattles badly’—I suppose that 
is true of any typewriter. I hear the Underwood wears longer than 
any other,® I think the touch is heavy, however.? But perhaps you 
would like it. I shall send the best typewriter I can get for the 
money at Jewetts” typewriter” exchange. 


Notes. 1. “When” is a relative word and introduces a subordinate 
clause that must always be attached to a main sentence, but “then” 
is not a relative word as some suppose, and usually introduces a new 
and independent sentence. Place a period here instead of a comma. 


2. “I like the Remington, (because) it has such an easy touch” 
would be a single sentence, the word “because” being implied; but the 
end of this sentence “my fingers do not get tired” shows that an 
entirely new sentence ought to begin with “it has such an easy touch.” 
Place a period after “Remington.” 


3,4. The name is “Uncle James,” so “Uncle” must be capitalized, 
and “Oliver” should be, too. A new sentence begins at 5, as there 
is no relative word to connect these clauses. “If” is the relative word 
in the next sentence, so the comma is correct at 6, but there should 
be a period in place of the dash at 7. Why do you need a period 
instead of a comma at 8? At 9 a semi-colon (before “but”) would 
be better than a period, since “but” is not entirely independent like 
“then.” 

10, 11. Put an apostrophe in “Jewett’s,” and observe that “Type- 
writer Exchange” is part of the name and should be capitalized. 
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Questions (Answers found in Chap. II of Textbook): What four 
items should appear in every date-line of a letter? Where are these 
items to be placed on the letter page? How are they separated? 
Where are commas not used? When streets are numbered, how 
should they be written? Why is nd or st not required after the day 
of the month? 

Where do you place the name and address of the person to whom 
a business letter is addressed? Is it proper ever to omit the address? 
How should the name, address, and salutation be arranged? What 
is the salutation? 

Is it proper to use two titles with one name? What exceptions? 
When may no title be used? How do you punctuate the name and 
address? What should be the last punctuation mark after the ad- 
dress? What is the best punctuation mark after the salutation? 

What is the proper salutation for a man? A company? A mar- 
ried woman? A young girl? When the name is used in the sal- 
utation, where should the full name and address be placed? What 
exception to this rule is common? Why is “Dear Friend” objec- 
tionable? 

What two ways are there of beginning the body of the letter? 
Do you think it is the beginning of a paragraph? What is the pre- 
ferred indention? 

Why is it not proper to say “I will be glad”? Is “he will be 
glad” any better? 


Correct English. When should a pronoun be in the subjective 
case and when in the objective? (See Pronouns, page 199, “How to 
do Business by Letter.’) Mention the subjective forms of “me,” 
“you,” “him,” “her,” “whom.” What are the objective forms? 

Correct the following: 

Between you and I,1 I wouldn’t be her? for a good deal. Who’ 
do you think she has to take orders from? Why, from three different 
men and one woman. Colonel Ranley calls her, and then Mrs. Ste- 
vens. First itst her5 and then its* him,5 and then its* the other two. 
The other day I telephoned her and said, “Let’s us® go to lunch 
today, just you and I’ together.” But no, she had to stay in for 
Colonel Ranley. She says no one is harder on her than him.® 

Notes. Every figure marks an error to be corrected according to 
the rule indicated, as follows: 1. (Pronouns, page 200, Rule 2)an ee 
(Rule 3). 3. (Rule 2). 4. Should be “it’s” (abbreviation for “it is”). 
Sec Rules3).q0. (Rule, 2).097. 710 apposition with “us” and should 
be in the same case. 8. ( Rule 4). 
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Questions (Answers in Chap. III of Textbook): Why is it ob- 
jectionable to close a business letter with some conventional phrase 
ending with “I am” or “I remain’? What are the proper compli- 
mentary closes for business letters? For letters of pure friendship? 
If such a phrase as “Thanking you for your order” is used, on what 
ground may “I am” or “I remain” be omitted? What words in the 
complimentary close are to be capitalized? Why should letters not 
be signed on the typewriter? Why is “by” preferable to “per” before 
the name of some one signing a firm name? Is this firm name 
usually typewritten? Is a postscript treated as a paragraph? Where 
should the full name and address of person written to be placed 
when there is a postscript—above or below the postscript? 

How should a woman sign her name when writing to a stranger 
if she is married? How if she is unmarried? In writing to a woman, 
how should a letter begin? In writing to a young girl would you 
say “Dear Madam’? Is it proper to sign any letter “Mrs. Deland” 
without a first name or parentheses around “Mrs.” When may a 
woman use her husband’s name instead of her own? Give a reason 
for making each paragraph in each of the letters in Chapter III. 


Correct English. What possessive form would you use after 
“each,” “the company,” “everybody,” “one”? (Rule 5, page 202.) 
How can you tell what form of verb to use after “who’’? 

Write the following correctly: 

This morning the union ordered their! members to go on strike; 
but the company had their? strike-breakers all ready. Each side 
threaten? severe measures and say® they refuse? to arbitrate or hold 
any further conferences whatever. One wonders what you‘ ought to 
do, but everybody must decide whether they® will stand by the com- 
pany or go with the union. There is no such thing as standing neu- 
tral. I, a peaceable sort of citizen, who hates® rioting, seem to be 
caught and forced to fight whether he? likes to or not. Sam or I will: 
have to be at our® desk day and night. Jennie or? John, the two?® 
book-keepers, will also have to be on duty. No doubt each will stick 
to his or her11 job. 


e 

Notes Each error is marked by a figure, and may be corrected 
by the rule indicated: Rule 5, page 202—1. Union—its. 2. Com- 
pany—its. 3. Each side threatens—says it refuses. 4, “You” cannot 
refer to “one.” 5. Everybody—he. 6. I (who) hate. 7. I like. Rules 
6—8. “Our” would refer to “Sam and I,’ not “Sam or I.” Make it 
“the.” 9, 10. “Jennie or John” would not make “two.” Say “Jennie 
and John.” 11. Unnecessary to say more than simply “his.” 
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Questions (Answers in Chap. IV of Textbook): Why is it desir- 
able to mention date of letter you are answering? Is it always nec- 
essary? What usual stereotyped forms are objectionable? Why do 
business men try to avoid them? How would you begin a letter in 
an easy and natural way? How should a list of goods ordered be 
arranged? What do paragraph indentions indicate as to the mean- 
ing? When should you make a paragraph and when should you 
not do so? Mention words that are to be avoided in letter writ- 
ing. How did these words come to be used commonly in business 
letters? Why are business men now trying to avoid them? 

State some of the special abbreviations for states recommended 
by the Post Office Department, Why are these new abbreviations 
better? What is the object in putting your own name and address 
on the outside of an envelope? Is it allowable to pencil a little note 
on a newspaper sent at newspaper rates? What is the penalty? Can 
you send more printed matter for one cent than you can written 
matter for three? What is the rate on foreign letters? Name some 
foreign countries to which the letter rate is 3c instead of Sc. What 
is the rule for remembering to put a 5c stamp on foreign letters? 

What special words may be capitalized in a particular business 
letter that would not be capitalized in other letters? Why should 
we hyphenize “price-list”? In what kinds of letters should two 
ciphers be placed after figures denoting sums of money, to indicate 
“no cents’? In referring to a length of time, such as six months, 
should figures be used? 

Correct English. When is a sentence without an expressed verb 
correct? How is such a sentence usually punctuated? What form of 
the verb, singular or plural, is required after each of the following: 
company, factory, army, few, number, none, Montgomery Ward & 
Co., the Montgomery Ward Company, William Taft and Theodore 
Roosevelt, love and beauty? (Verbs, pages 204, 205, 206.) 

Write the following correctly: 

Referring to our recent conversation.1 As I said, the chance of a 
lifetime.2 Every one of the really great financiers take? some risk 
almost daily. Carnegie and Rockefeller have been lucky. A Morse 
or a Heinze gett caught on the wrong side, but may be just as clever, 
only not so lucky. An army of gamblers plunge® in the market every 
day, and we say they® are reckless. A few business men are? just as 
reckless, but a large number are® far more conservative. Yet none 
refuse® to take some chances. Every individual in the entire host of 
successful business men have! had the courage to strike when hel 
thought the iron was hot, and often if it weren’t12 hot and he? lost. 

Notes. 1. Not a sentence, no verb. Say, “As I said in our re- 
cent conversation.” 2, Here the verb “this is” is clearly implied. 
What punctuation mark is required? Begin “the” with a capital 
letter. (Rule 22, page 193.) 3. “Takes.” (Rule 8, page 204.) 4. 
“Gets.” (Rule 8.) 5. Correct—why? 6. Why correct? 7. Why 
correct? 8 Why correct? 9, “Refuses.” (Rule 10 10 Coras.: 
(Rule 8.) 11. Why correct? 12. “It wasn’t.” 13. Why correct? 
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Questions (Answers in Chap. V of Textbook): When should 
you write a short letter applying for a position and when a long let- 
ter? Why is it important to write on good paper and in a neat 
style? What form may be used in answering a “blind” newspaper 
advertisement? 

Is it allowable to use “Mess.” for “Messrs.”? What title should 
be prefixed to the name of a magazine? In what cases is it proper 
to use a comma immediately after a period? 

Why is “Dear Sirs” for the plural to be avoided? Are abbrevia- 
tions to be used promiscuously in a letter? What special abbrevia- 
tions are allowable? ' 

What is the proper spirit to show in making application for a 
position? Discuss this question and illustrate it in detail from the 
poor letter in the Textbook and the rewritten letter. 


Punctuation: Explain and illustrate what is meant by a “group” 
of words. Give an example of a group of words constituting a com- 
plete principal sentence. Give an illustration of a group of words 
constituting a subordinate sentence or clause. Give an illustration 
of a group of words constituting a prepositional phrase. Give an 
illustration of a group of words constituting a participial phrase. 
What special words can you remember which are thrown into a sen- 
tence and do not unite with others to form groups? Why are groups 
separated by commas? (Refer to pages 183-184, Minimum Essentials 
of Punctuation, for information about phrases, participles, etc., if 
these rules are not already entirely familiar.) 


Correct English. Why isn’t “It don’t” correct? (Rule 9, page 
205.) What is “don’t”? a contraction for? What is the proper con- 
traction of “does not”? What is the contraction for “am not” or 
“am I not?” What is the matter with “aren’t I?” Do you know the 
difference between a past participle and a past tense? (Rule 11, page 
207.) Write out a list of the past participles and past tenses used in 
the illustrations under Rule 11, page 207, and make up fifteen sen- 
tences entirely of your own in which these forms of the verb are cor- 
rectly used. 


Correct the following: 


I had went down to the swimming-pool and there I seen the little 
fellow had done just what I told him not to—he had gone into the 
ice-pool. I swum out to where I saw him go down, but he had sank 
for the last time. I dove for him, and brung him up. Of course I 
hadn’t took off my clothes, and I had a hard time to get to shore. 
(The correct forms will be found under Rule 11, page 208.) 


18 


él 


"yoo 9sl019x9 ‘IITG 9Y} Uinjer uoleurldxe 
sty} JO Yoeq 9Yy} Je puNnofy 9q 0} JO 19}}9] 94} UT ‘pouInyo1 st pue ArOJOISI}eS JOU SI S,OULJUSIG WOIF 
SUIIO} Yue]q sSuisn ‘s19}ja] 9914} pelepio YOog ey, *0} papusij}e useq sey } JoyJoyM “JopIo ue sem 
IY jo Yeo 0} AOoyYD yor}7V d19q} Jl ‘pue poArodoI sem ADUOT OY} ft Supyse ssnoy sy} Jo eulvu 


oq} Ul SsoyIM uojdun[g ‘sAep U9} Jo pus 94} Je PeAtsd01 Uo0q SuIAey 
JOU SYIIYI ISoY} JO [eIoAIS JOF s}diad9yé :sestataxy [ePUOTIppY 

CST 

pue CT SioyjoT 99S) MOT[OJ 0} JosSeueW dy} JO 9IeU JO S[eI}IUI 94} 

‘ased Yoed Ul Ud}PIM oq ABUT 9WIeU WAY 9Yy} Jnq ‘SsainjeusIs 24} UO 

. ynd jou oq 9‘Fe-T¢ ssoqeT ‘TA ‘dey ‘yooq}xo], 0} Sulisojor ‘wnpues 
-OUJSUI SIU} UL PoqJIIJIP S49}}0] XIS OY} JO YOR O}IIAA 2U0TIeION 


ZZ VFR Baie : 
MMOS © ms 
*yOO0T9,0 G 1e@ om AOZF ApeoT 9S9U. 9ACH 


*IeeA BuTNsus oy}. sO SyIOK MON SLOTTCLOY 
[eqiseuey 9} 01 UOT YdTaosqns T¢$ puss 

“LTITd UTM pues ACM 

A£0u. poos AT Teed BSutTyyAue sAey AOU. JT VEU ASS 

pue pus 1sAs paeo jo osn 9y. uo syoog Aue oAey ADU} 
Bays AoE S‘yIoOK MON 6S,0Ue 1UDIg 04 O1TIM 

*T% ‘oesnoy ey. fo omeU 9} UT ‘roydersgoue1g pue 
aiodeseyyoog ou. Jos uotydtazosqns e@ puas 

“os°z$ Ssyooq ‘euung 419300 : 

Sce6e°L¢ SyroK MON *°0D BY AayemeUeM °C£ R °C 
S$oo°Lz7s SszeoouTted *°0D XY YVespT4g ‘19oyIeg 


2U9eb8 ULTM OS 04 S19149T 
9TGe1INS 9o1TIM pPUe STITGQ BSUTMOTTOJ 944 T9A0D 
01 oanz.eUustTS AM ZOJ 4NO epeM Ssyooyo oAeH 


suo1duttTg °aW 


*616T °T ame EY YY see el 
Wee Dp 


moby MQ PIN 
DYVMVUV AY. WYO 


Questions (Answers in Chap. VI of Textbook): How would you 
send a sum of money less than one dollar? How would you send an 
even dollar? Why cannot stamps be sent to foreign countries? How 
can you send stamps so they will not stick together? How would 
you send amounts larger than one dollar? What is the objection to 
a private check? What is the advantage of an express money or- 
der? 

Call at the post office and get a U. S. Money Order application blank 
and bring it to the class properly filled out. 

Where do you place a money order or check when inclosing it in 
a letter? 

Is a word like “Publishers” after a firm name a second title in 
violation of the rule against duplication of titles? How is it re- 
garded? How do you justify the last phrase of Letter 21, in that it 
seems to be a sentence yet has no subject or predicate? Is omission 
of the subject and predicate objectionable in this case? Why do you 
capitalize “Magazine” in “The Munsey Magazine’? Should names 
of magazines be put in quotation marks or underscored? When is it 
proper to omit all marks? 

Punctuation: What are the leading rules for the use of capital 
letters? What is the difference between a common noun and a prop- 
er noun? May the same word be a proper noun at one time and a 
common noun at another? Give three examples of common nouns 
used as proper nouns and requiring to be capitalized. When should 
the word “company” be capitalized? Give an example of capitaliz- 
ing an ordinary word merely to emphasize it. What adjectives 
should be capitalized? Are all abbreviations capitalized? Give ten 
that are and three that are not. : 


Correct English. What is the perfect tense and how is it formed? 
What is the past tense? How can you tell when to use the perfect 
and when the past? (Rule 13, page 211.) 


Correct the following: 


Did you get! that book yet which I sent you? I already inquired? 
about it at the postoffice. It was mailed day before yesterday. By the 
way, have you heard’ from Mr. Blaisdell after? that letter you showed 
me? I didn’t* hear any more from him so far. I hoped I should have 
settled5 that matter with him before I went on my vacation. Since I 
saw you I have been told® that Bartlett got his settlement all right. 

Notes. (Rule 13, pages 211-212.) 1. “Have you got” required by 
“vet.” 2, “Have already inquired.” 3. “Have heard” does not 
harmonize with “after,” but you may change “after” to “since.” 4. 
“Haven't heard” “so far.” 5, /Correct...Why! 6. Correct.) Why? 
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Questions (Answers in Chap. VII of Textbook): How should 
orders for goods be arranged? Is a list necessary when only two 
items are ordered? What is most necessary in giving an order for 
goods?’ What things must always be stated? What do you say 
about payment? What do you say in regard to way to make ship- 
ment? What special details are always necessary in ordering goods? 

When a list of goods ordered is given, what punctuation mark 
should you use after each item? What does this punctuation mark 
mean? When prices are given is this punctuation mark needed? 
What other punctuation mark, if any, should be used? What punc- 
tuation mark is used after “the following”? What does this punctu- 
ation mark mean? In a list of figures in a column, where should the 
dollar sign be placed? 

Punctuation: What is the commonest punctuation mark? What 
is it chiefly used for? Does it have a meaning of itself? Referring 
to the different groups of words in Chap. V, point out all examples 
of each kind of group in the collection of “Examples” given in the 
Textbook. Are all these groups set off by.commas? Illustrate the 
kinds of groups of words which should be set off by commas. What 
is a compound sentence? Complex? What are the co-ordinate con- 
junctions? What are the principal subordinate conjunctions? (See 
page 179.) Use each in a sentence. When are subordinate clauses 
to be set off by commas? Drop out the subordinate clauses from 
each illustration in the textbook and show the effect on what remains, 


Correct English. Indicate the relation of time between the two 
verbs in each of the illustrations under Rule 14, page 212; that is, tell 
just what the meaning is as far as it is shown by the tense. 

Correct the following: 


When I ordered the dinner I couldn’t help wondering whether you 
liked’ sweet things or not. Everything appeared to have been? all 
right, but when we came to check up we found that an entire ham is® 
missing. It is missing yet. I feared we wouldn’t have had* enough; 
but just then Mrs. Belcher comes’ up with two roast chickens I 
hadn’t known® about, so we got through without trouble. 


Notes. 1. Like (just as true now as then). 2. “To be” at that 
time, not at some time in the past. 3. “Was” (a fact of importance 
only in the past). 4. “Wouldn’t have” (at a time after the fear; 
youpcan t teary backward). .5: “(Came.”. 6, ~Didn tuknowmapout. 
(It is true I “hadn’t known’ about them before, but it is also true 
that “I didn’t know about them” at that time, and that covers the 
past as well.) 
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Questions (Answers in Chap. VIII of Textbook): What is a 
“hurry-up” letter? Who is hurried up? What is the best way to 
force prompt deliveries as far as a letter will do any good? Does 
it do any good to get angry? What does “slightly irritating” mean? 
When should “Co.” ordinarily be abbreviated and when spelled out 
in the name of a firm? Give an example of the word abbreviated for 
a special reason. Should a sentence ever begin with a sign or 
figures? Why is it necessary to give all details in regard to an order 
when writing to inquire about it? 

Punctuation: What is a second use of the comma? What is 
a participle? A participial phrase? Give three illustrations. What 
is a prepositional phrase? Give an illustration of such a phrase out 
of its natural order. Give three illustrations of nouns in apposition. 
Give three illustrations of nouns used independently in address. Make 
a list of independent adverbs that may be set off by commas. Give 
three illustrations of parenthetical expressions to be set off by commas. 


Correct English. What two kinds of expressions must always be 
put in the subjunctive mode? Does “if” always require the subjunc- 
tive? .Can you give an example of a case in which it may correctly 
be followed by the indicative? (Rule 15, page 213.) 


Correct the following: 

If the oat crop was’ good this year, I would buy a motor. But my 
rule is, Sit tight lest the wind blows’? you away—that is, when you 
see a cyclone coming. Unless a man keeps® out of debt when times 
look bad he is® likely to sink in too deep to get out. I wish I was* 
always as wise as | talk; but I know well enough that if some smooth 
talker come’ along, I am as easy a mark as any one, even when the 
oat crop has failed. If a man follow® his own rules, he is® usually safe 
enough. Would to heaven I was’ able! 


Notes. 1. “Were” (supposed case—the fact is, it is not). 2. 
“Blow” (supposed case—it really hasn’t so far). 3. Correct. This is 
a matter of fact, as shown by the indicative verb “is” in the main 
clause. 4. “Were.” Why? 5. “Comes,” because the main clause 
has the indicative “am.” If it were a supposed case, the main clause 
would have the conditional “would be.” 6. “Follows” required by 
“is.’ What would “followed” have to be linked with? 7. “Were” 


Why? 
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Questions (Answers in Chap. IX of Textbook): What style is 


most useful in collecting money? Should a collection letter usually 
be long? What kind of customer should be threatened? What kind 
of customer should be coaxed with sympathetic arguments? What 
is the danger in writing collection letters? i 

Why capitalize “City” in “New York City”? When should the 
two ciphers following figures indicating dollars be used? 

Punctuation: What is a “series’ for purposes of punctuation? 
Give an example of a series of nouns; a series of adjectives; a series 
of phrases; a series of clauses. What three conjunctions may con- 
nect words in a series? How isa series punctuated? If all the words 
are connected by conjunctions, are commas to be used? When is a 
comma to be used before a conjunction? 


Correct English. What is a participle? What two kinds of parti- 
ciples are there? As an adjective, what must a participle agree with? 
As a verb, may it take an object? Give an example of a participle as 
noun. In what case should a pronoun be when it modifies a verbal 
noun? (Rules 16, 17, 18, pages 214, 215, 216.) 

Write correctly: 


Having’ sent you the clipping, itt seems strange to me that you 
did not get it. The fact of you’ asking Henry for it makes it all the 
stranger. On coming® home, your letter® was placed in my hands, and 
I immediately inquired of Henry about the clipping, but he had for- 
gotten all about it. I have had experience with Henry* being forget- 
ful before, but I could always set him thinking’ about it through ask- 
ing questions. I was anxious to find out about the receipt book be- 
ing’ in his pocket or not, for he was to take a receipt for the clipping 
when he left it; but through him" being absent from the office yes- 
terday, Richard had the book and I have not seen it yet.’ I am sorry 
about the book being® out of the office. 


Notes. 1. The meaning is, “I having, it seems strange.” Say “I 
think¥it(veryMstrange’ saad “having” will,bewvallj right. #2). “Your? 
asking. (Rule 17.) 3. “I coming home, your letter was placed” is 
the sense. You can say, “On my coming home,” or “On coming 
home, I found your letter.” 4. “Henry’s.” 5. Correct—“set him 
(to) thinking.” 6. Since “receipt book” can’t be made possessive, 
change the construction and say, “I was anxious to find out whether 
the receipt book was in his pocket or not.” 7. Say “But on account 
of his being absent.” 8. Use the direct construction—‘I am sorry 
that the book was out of the office.” 
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Questions (Answers in Chap. X of Textbook): Why do letters 
to ladies differ in any respect from letters to men? How should 
you address an unknown woman? When you are acquainted with 
a lady, how may you address her?’ Why should social forms be used 
in letters to ladies? 

What is the best abbreviation for “advertisement”? Is any abbre- 
viation for this word usually proper in a letter? 

Punctuation: Illustrate how a comma may be used to indicate 
an omitted word. How are dates to be punctuated? Does a comma 
follow the name of a month? The day of the month? The year? 
How are addresses punctuated? Does a comma follow the house 
number? The town? The state? When is a comma used before a 
quotation’? When is a comma and dash preferable? A colon? Give 
your own illustration of each. What is the general rule for the use 
of the comma? Are commas used more or less commonly than years 
ago? What commas may you expect to find in books by Scott or 
Dickens? In modern magazines? In modern newspapers? 

Review. Formulate for yourself the four principal rules for use 
of commas. What two additional uses can you mention? 

Correct English. What is the difference in meaning between 
“John’s and Mary’s houses” and “John and Mary’s house”? Give an 
example of a string of words used as a possessive, with the apostro- 
phe and s after the last one. Do dead or material objects possess like 
persons? May they be put in the possessive case? How do you indi- 
cate qualities belonging to them? Mention some exceptions to the 
rule that only persons take the possessive case. When a verbal noun 
has “the” before it, what must it have after it? What sorts of nouns 
are kept in the singular even when modified by a plural possessive? 
(Rules 20, 21, 22, 23, 24, page 218.) 

Write correctly: The ground’s! richness proved to be beyond ex- 
pectation, and we took advantage of Mississippi's? new drainage sys- 
tem to secure a good farm. We cleared it by day’s? work,* and soon 
the swamp was blossoming under the sun’s5 rays. The digging® out 
the stumps was the hardest work, but plowing? of the soil was easy. 
The old farmhouse was quaint. It had been my great uncle Jere- 
miah’s homestead, and later it was my uncle and father’s’ joint prop- 
erty. All of us boys had our fun® out of the old place, and we ac- 
quired our physical strength from digging its!° bogs. 

Notes. 1. “The richness of the ground.” 2. “The new drain- 
age system of Mississippi.’ 3. Is this according to rule? 4. Why 
not “works”? 5. Is this according to rule? Is it correct? 6. Omit 
“the” before “digging.” If “the” is retained, what is required after 
“digging”? 7. Omit “of” after “plowing.” Why? 8. Should “uncle” 
also be in the possessive? Why not? 9. Why not “our funs’? 10. 
The possessive pronoun “its” is always allowable as a substitute for 
a noun signifying an inanimate object which itself could not stand 
in the possessive case. 
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Questions (Answers found in Chap. XI of Textbook): How do 
letters from lawyers, doctors, and literary men differ from those of 
regular business men? What forms are commonly used in writing 
to business friends? Should a form of friendship be used in closing 
a business letter to a friend? How do you justify “Cordially yours” 
in a regular business letter? How are adjectives connected with 
participles? When an adverb precedes a participle, is a hyphen 
needed? 

When a woman writes to a stranger, how should she indicate 
whether she is married or single? Why should she do this? Is this 
form necessary when the person to whom she writes knows her? 
Why would you capitalize “Mother” in “to Mother and me” and not 
in “to my mother and me”? Is “dear” capitalized after “My”? 

Why is “Hospital” capitalized in Letter 522 When should “sec- 
retary” be spelled out in signing a letter? 

Punctuation: What is the only position in a business letter where 
a colon is required? What two positions require semi-colons? In 
Letter 44, why should you not use a setni-colon before “but” instead 
of acomma? Why no comma before “and” in the next line? What 
would be the effect of omitting the comma in the last line? In Let- 
ter 45, would you use a comma in the first sentence? If so, why? 
Does the dash indicate an abrupt transition in the next to the last 
sentence in this letter? Why is a comma required in the last sen- 
tence? In Letter 46, what group of words is thrown in for sake of 
explanation? Are the relative clauses in the first sentence restrictive 
or non-restrictive? Why is a comma used before “and” in the sec- 
ond sentence? Explain the comma in the first sentence of Letter 
47, Explain each comma in the last sentence in this letter. Explain 
how the first rule for the comma is illustrated in the first sentence 
of Letter 48; the third rule in the last sentence. What is the rule for 
setting “therefore” and “however” off by commas in Letter 52? 

Correct English. Why is “beautifuller’ wrong? Why “more 
sweet”? How is it that an object cannot possibly be “more round” 
or “more perfect”? What can it be except absolutely “round” or 
“perfect”? Why is “these means” wrong? “Those kind’? When 
two objects are compared, what degree of comparison should be 
used? Three objects? (Adjectives, Rules 25, 26, 27, 28, pages 
219-220.) 

Write correctly: I think James Shevlin is more handsome? than 
Arthur, but Arthur is the more? perfect dresser. Those? kind of fel- 
lows always attract attention, and by thist means and that* means 
gets into social notice. James Shevlin is the most fascinating man I 
know, but between him and Arthur, I should say Arthur is the most 
likable and James most® impressive. 

Notes. 1. “Handsomer.” 2. “More nearly perfect.” 3. “That 
kind of fellow” “attracts.” 4. Correct. Why? 5 and 6. “More.” 
(Rule 28.) 
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Questions (Answers in Chap. XII of Textbook): What is the 
difference between talking and letter writing? How can you gain 
ease in letter writing? Point out the bantering phrases in Letter 57. 
What is the difference between over-familiarity and vulgarity, and 
a tone of pleasant and allowable banter? What is the difference be- 
tween “now” as an expletive and “now” as an adverb of time? How 
are the two words to be punctuated? How are titles of books or 
magazines regularly indicated—in what two ways? When may these 
marks be dispensed with? What then tells us we have a title? Why 
are “good-sized” and “cheap-looking” hyphenated? What is the 
dash used for? Illustrate by Letter 58. 

Punctuation: Explain each comma in Letters 53-59 by one of the 
various rules for the use of the comma. Point out several single words 
and short phrases “thrown into” a sentence. Find several “explan- 
atory” clauses. Find two or three “restrictive” clauses which are 
not to be set off by commas. In Letter 56 two parts of a compound 
sentence are separated by a semi-colon: before what conjunction is 
a semi-colon common? In Letter 57 is “now” an expletive or an 
adverb of time? Why is no semi-colon used before “but” in the lat- 
ter part of this letter? What are the subject and predicate of the 
last sentence in this letter? Or do we have a group of words which 
do not form a sentence and so are incorrectly used? Why are there 
no ciphers after “$2” in Letter 58? Why-is not “50 cents” written 
“fifty cents’? Give a reason for the use of the dash in this letter. 
How many explanatory phrases do you find in this letter set off by 
commas? Do you find any explanatory phrases not set off by com- 
mas? Why are they not set off? In Letter 57, why is a comma 
used before “and” in the group of words “handsome, generous, and 
rich”? 


Correct English. Permit me to say, you have done your work 
very good’ indeed. Agreeable? to your request, I give you this testi- 
monial, and do it gladly. The map you have made looks good* and is‘ 
both convenient and complete. I have always found you hard-work- 
ing’ and good natured.’ I have nothing unfavorable to say, neither® 


about your work nor® your character. 


I feel very badly’ about this matter, and wish I could do what you 
ask conformable® with the rules of the institution. I scarcely ever 
remember” anything that grieved me worse, but I am compelled to 
refuse your request. 

Notes. 1. “Well.” (Rule 30, page 221.) 2. “Agreeably.” 3. 
Correct. Why not “well’? 4. “Is” (to be) is the chief verb that 
is followed by predicate adjectives. What other verbs are there? 
(Rule 31.) 5. The hyphen is correct in both. Why? (Rule 32.) 6. 
“Either—or.” (Rule 34.) 7. “Bad.” (Rule 31.) 8. “Conformably.” 
9. This is quite wrong. Say, “I remember scarcely anything that 
ever grieved me more.” (Rule 35.) Is “worse” an adjective or an 
adverb? It is correct, but “more” sounds better. 
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Questions (Answers in Chap. XIII of Textbook): What is the 
most important thing in a “buying” letter? How long should it be? 
What are the requisites of a “selling” letter? In what kind of firm 
names should “Co.” be spelled out? Is “No.” as an abbreviation 
always to be capitalized? Why is a hyphen required in “4-in.”? How 
many articles does it take to make a “line”? Can one article prop- 
erly be referred to as a “line”? Why is no comma required after 
“we are’? Why is “anywhere” one word and “any one” two? What 
part of speech is “any”? When an adjective comes before an adverb 
or participle or other word which it cannot modify, how do we treat 
it? How should cents be written in business letters when figures are 
used and “no dollars” appear in connection? Why is this form pre- 
ferred? 

Punctuation: In a business letter, when do we use figures and 
when spell out words indicating numbers? Show how confusion is 
avoided in the first sentence of Letter 60 by separating the different 
groups of words by commas. Why is a comma used after “On re- 
ceipt of this order”? Is this phrase in its natural position in the sen- 
tence? What is the subject of the sentence? Why is there no 
comma after “customer” and before “when” in the next to the last 
sentences Account for the commas in Letter 61. Why is not a 
semi-colon used before “but” in Letter 62? Why is not “also” set 
off by commas in this letter, as “however” or “therefore” might be? 
Why is there no comma after “oblige,” before “yours truly’? What 
is the object of “oblige”? How would omission of commas in the 
sentence beginning “We also ship C. O. D.” in Letter 63 affect the 
meaning? What simple purpose do the commas in this sentence 
serve? Point out a restrictive clause in Letter 64 which does not 
need to be set off by a comma or commas. How would the meaning 
be affected if it were set off? Are “or” and “nor” disjunctive con- 
junctions like “but” which may be preceded by a semi-colon, or are 
they more like “and”? Why no commas in the last sentence of Let- 
ter 64? Why are figures used in place of spelled out words in Letter 
652 Why no commas in the last sentence though an adverbial clause 
opens the sentence out of its natural order? Account for each 
comma in Letter 66. Why is there a comma before one “and” and 
not before the other in Letter 67? 

Correct English. What is the difference between a preposition 
and a conjunction? Is “than” a conjunction? What is “like’? What 
case would each take after it? What case does “as” take after it? 
Why? (Rule 36, page 223.) Do all words require the same preposi- 
tions after them in all'connections? When two words requiring differ- 
ent prepositions must be joined, should both prepositions be given? 
What are some illustrations of this rule? (Rule 37, page 223.) What 
does “which” and what does “who” mean? (They mean “and that” 
and “and he.”) Do you know why “and which” or “and who” is in- 
correct? What is the objection to “Every man of taste, and possess- 
ing an elevated mind’? 
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Questions (Answers in Chap. XIV of Textbook): To what 
classes of people as a rule may you write a long letter? To what 
classes is a short letter more appropriate? Why is a long letter nec- 
essary in some cases and a short letter absolutely required in other 
cases? Why are figures used in Letter 69? Why is a hyphen re- 
quired in “high-colored” and not in “highly colored”? How should 
an angry and irritating letter be answered? Is there any exception 
to this rule? 

Punctuation: Why is no comma used after “As soon as we know 
the sizes desired” in Letter 68? Why no comma after “we are’? 
Why should there be a comma between “to receive” and “to-day” 
in the first sentence of Letter 70? Is not “to-day” an adverb modi- 
fying “receive,” and are adverbs usually separated from the verbs 
they modify? Does “at the latest” modify “receive” or “to-day’’? 
Which might it seem to modify if there were no comma before “to- 
day”? Is the phrase “to-day at the latest” thrown into the sentence? 
If “you will remember” were not thrown into the first sentence of 
Letter 71, would any comma be required in that sentence? Point 
out a restrictive clause in the first sentence of Letter 72. Is the rel- 
ative clause in the first sentence of Letter 76 restrictive or explana- 
tory? Why do you think it explanatory? What is the rule for de- 
ciding such a question? Why is a comma used before “and” in the 
first sentence of the third paragraph of Letter 76? How would 
omission of the comma change the meaning? 


Correct English. Why do words beginning with “com,” “con” or 
“cor” often take the preposition “with”? Do you know any other 
Latin prepositions with which English words begin? What is the 
difference in meaning between “ask about,” “ask for,” “ask into,” 
“ask over’? Give sentences in which each preposition is used natur- 
ally. (See “100% English,” Book II, Part III.) 

Write natural sentences to show the exact meaning of “think 
about,” “think of,” “care about,” “care for,” “inquire about,” “inquire 
for,” “worry about,’ “worry over,’ “anxious about,” “anxious for,” 
“angry about,” “angry at,” “informed about,” “informed of,’ “thought- 
ful about,” “thoughtful of.” 
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Questions (Answers in Chap. XV of Textbook): What is the 
important thing in answering inquiries? How should you think of 
the customer? What may you assume he already knows? Why is 
more care necessary in explaining in a letter than in a conversation? 
Should a letter answering inquiries be long or short? Why do you 
think a busy business man would read a long letter answering in- 
quiries when you know he wouldn’t read a long letter soliciting an 
order? Should “Miss” ever be used in opening a letter? Why? 
What is the objection to “hereby” and “herewith” in a business let- 
ter? When a customer does not know what he or she wants, what 
should you do in answering the letter? What is the value of hav- 
ing so many paragraphs in the rewritten letter? When is it proper 
to make every sentence a paragraph? When you do not know 
whether a woman is married or single, how do you address her? 
Why is it important to give small orders a great deal of attention? 
What is the difference between a contraction and an abbreviation? 
When should nd or st be used after the figures indicating days of 
the month and when are they to be omitted? When is “dear” to be 
capitalized in a salutation and when written with a small letter? 
What is the objection to words like “attached” and “valued”? Why 
is a comma wrong after “we are”? 

Punctuation: In Letter 77 as rewritten, why is th used after 
“3” in the first sentence? In the third paragraph, why do we have 
“ladies? and gentlemen’s” rather than “lady’s and gentleman’s”’? Why 
is a semi-colon rather than a comma required before “also” in the 
fifth paragraph? Give a reason for making each paragraph in Letter 
78 as rewritten. Why is “Nocturnes” capitalized? Why is “page 2” 
written with a figure? How is “2” usually written when standing 
alone in the body of a letter? 

Correct English. Write natural sentences illustrating the use of 
the following words with the prepositions accompanying them: “ar- 
rive at,” “arrive on,” “arrive with,” “grasp at; @°graspator,’ —hiss,a 
“hiss at,” “strike at,” “strike down,’ “strike on,’ “an attempt at. 
“call to,” “call by,” “call for,” “call in,” “know of,” “know by.” 
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Questions (Answers in Chap XVI of Textbook): What is the 
proper style for a business letter? Are long sentences or long para- 
graphs permissible? What is the difference between conversational 
English and business English? What is the difference between col- 
loquialisms and slang? Give an example of permissible colloquial- 


isms. Give an example of objectionable slang. In Letter 79 pick 
out the colloquialisms. Are there any slang phrases in this letter? 
Why does this letter contain but one paragraph? Do many business 
letters consist of a single paragraph? Why are hyphens required in 
“made-to-order”? What is the difference in meaning between these 
words joined by hyphens and not joined by hyphens? Why is it not 
permissible to say “we will have. pleasure”? Give an instance in 
which “we will” is perfectly correct. 

Punctuation: Why no commas at all in the closing sentence of 
Letter 80? Give your reasons for the comma used in the first sen- 
tence of Letter 81. Why is “high-grade” hyphenated? Why is the 
word “Wanamaker” quoted? Why is “however” set off by commas 
in Letter 83 and not “too”? Why is there no comma after the ad- 
verbial clause “As soon as we hear from you” in the next to the last 
paragraph of Letter 83? Why no comma after “we remain”? Give 
a reason for the use of the dash in the first paragraph of Letter 84. 
Is there a restrictive clause in the second sentence of Letter 85? Why 
should this not be set off by commas? What is the meaning of the 
hyphen in pages “95-96”? What other mark might be used in this 
case? If a page were left out and we wanted to indicate all the 
pages from 95 to 99, how could we do it?) Why is the word “scraps” 
quoted? 

Correct English. Write natural sentences using the following 
phrases: “judge of,” “judge by,” “live by,” “live for,’ “attend to,” 
“attended by,” “smeared with,’ “smeared by.” Introduce some of 
these words into sentences in which you use both “with” and “by.” 
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Questions (Answers in Chap XVII of Textbook): What should 
be the spirit and tone of letters answering complaints? Is the first 
version of Letter 86 correctly worded and punctuated? What is ob- © 
jectionable in it? Can you write a pleasant letter when you feel 
angry? How can you help feeling angry after reading a disagree- 
able letter? Why are the paragraphs in letters of this kind usually 
longer than in some other kinds of letters? How should the name 
of a magazine or a railroad always be written? What would you do 
if you thought the style of writing used by the periodical or railroad 
or the like were incorrect? Is the singular possessive ever justified 
-in speaking of lines of goods? 

Punctuation: Give a reason for the use of the dash in Letter 86 
as rewritten. Why is th required after “29th ult.” and not after “Jan. 
5”? Why are parentheses used at the end of Letter 87? Would not 
commas do as well here? Why is no comma required after “18th” 
in the first sentence of Letter 88? Could parentheses be substituted 
for the dashes near the end of Letter 88? Could any other punctua- 
tion mark be substituted for the dash near the end of Letter 89? 
What does the colon mean, and after what words is it especially 
used? Why is a semi-colon used in the latter part of Letter 94 while 
in preceding letters “but” is often preceded by a comma? Can you 
find any places in these letters where you think a semi-colon might 
be used? Why is a comma used after “With sincere regret”? What 
is the complete sentence here? 


Correct English. Write natural sentences in which you use the 
phrases “act for,’ “act on,” “act in,” “care for,” “care about,” “strive 
for,” “strive to,” “think for,” “think about,” “think of,” “think in,” 
“differ from,” “differ with,” “differ about,” “hear from,” “hear about,” 
“hear of,” “preserve from,” “preserve with,” “preserve for,” “pre- 
serve in.” 
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Questions (Answers in Chap. XVIII): What are the three ways 
in which condensation may be effected? What is the object of con- 
densation? Why do advertisements need to be condensed? What 
is the rule for writing advertisements? Do you find any points in 
Advertisement 9% which do not appear in 95 or 96? Do you find 
any points in 96 which do not appear in 95? Why are many short 
paragraphs required in a business argument? What is the advan- 
tage in numbering points? What three distinct subjects are cov- 
ered in the three long paragraphs of 96? How can you justify the 
sentence paragraphs at the beginning of 96? What three distinct 
points are made in Advertisement 98? Why is the phrase “specialist 
in bow-legs” capitalized? Give in your own words the successive 
points in Advertisements 99 and 100. For each of these advertise- 
ments, state in your own words what constitutes each of the three 
elements required by the rule of advertisement writing. 

Punctuation: Observe that advertisements require very careful 
punctuation. Pick out the semi-colons in Letter 95 and give a rea- 
son for each. Why is “Business Letter Writing” capitalized and 
“The Art of Writing and Speaking English’ quoted in the para- 
graph beginning “I suppose”? In this paragraph a sentence begins 
with “but”: is this correct? Why capitalize “Complete Training 
Course” in the following paragraph? Would a comma not do just 
as well as the semi-colon in the paragraph beginning “This course 
is only just published’? Why is an exclamation point used after 
“But that doesn’t matter”? Would the meaning be changed by using 
a period here? In Advertisement 96, what is the meaning of the 
colon in the second paragraph? Why are dashes required under 
points “2” and “3”? Would semi-colons help to make the long sen- 
tences in the three following paragraphs clearer? Give a reason for 
using the dashes and semi-colons in Advertisement 99. Why is an 
exclamation point required after “And then the finish” in Advertise- 
ment 100? Is this a complete sentence? Do exclamations have to 
be completely expressed sentences? Why are “Empress” and 
“Princess” capitalized? 


Correct English. Correct the following: I see your book is dif- 
ferent than’? mine. I have a liking to* compare such books point by 
point, and prefer good bright printer’s ink before® the dull gray we 
see so often. I make an effort for* choosing a clearly printed book. I 
have no other object but’ to save my eyes. I say frankly, your book 
is the best® of the two, and I would willingly give a testimonial of* 
the value of so beautifully printed a work. 

Notes. (“100% English,’ Book II.) 1. “Different from. 2; “For 
comparing.” 3. “Prefer to.” 4. “Effort to choose.” 5. “No other 
object than” or “no object but.” 6. “Better of the two.” (Rule 28, 
page 220 of “How to Do Business by Letter.”) 7. “Testimonial to.” 
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Questions (Answers in Chap XIX of Textbook): How much 
may a soliciting letter be condensed?) What is the test as to whether 
it is long enough? When the argument is too long to go in an ordi- 
nary letter, what should the writer do? Give the points of the argu- 
ment in Letter 101. Select the trenchant and particularly effective 
phrases in this letter. How does this letter correspond to the three 
steps necessary in writing an advertisement? How does Letter 102 
differ from Letter 101? Can such a letter as this be longer and con- 
tain longer paragraphs? Why? Point out the artful phrases in Let- 
ter 103. What is the most effective part of this letter, and why? 
What is the weak part of the letter? How could it be improved? In 
the series of follow-up letters, what is supposed to be the state of 
mind of the person written to? Why is the first letter longer than 
the second?) Does the writer repeat in the second letter what he said 
in the first? Why not? What does he try to do? What is the 
advantage of writing a letter with many very short paragraphs, as 
in Letter 106? Does the writer know what the person receiving the 
letter thinks?) Would he know if he could see that person? What 
does this letter try to do? What tone is peculiarly desirable in let- 
ters of this kind? 

Punctuation: Account for the capital letters, dashes, and hyphens 
in Letter 101. Account for the quotation marks in Letter 102. Give 
reasons why semi-colons are used in this letter. Give a reason for 
the parentheses and why commas or dashes would not have been 
better. 

Correct English. What pronouns does “shall” regularly follow? 
With what pronouns is “will’ commonly used? If you put a strong 
emphasis on these words, how is the meaning changed, and with what 
pronouns should each of these words then be used? When is “shall 
you” correct in questions? If you were telling what somebody said, 
in indirect discourse, would you say “he will” if originally he said “I 
shall”? Can “will” be used after the first personal pronouns in ques- 
tions? Why not? What is the rule for “should” and “would”? 
(Pages 123, 124.) 

Correct the following: I willt be glad to see you when you come. 
Will? you be able to bring your mother? I would? very greatly enjoy 
seeing her. She shall* find us very plain people, living in a humble 
home, but since she says she will5 be glad to meet my mother, I have 
no hesitation in asking her. 

Notes. 1. “Shall.” 2. “Shall” (question expecting “shall” in 
the answer). 3. “Should.” 4. “Will’—why? 5. “Shall.” 
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Questions (Answers in Chap. XX of Textbook): What is the 
object of display in letter writing? In what does it consist? Men- 
tion some common instance in which a single sentence is arranged 
as two or more paragraphs. In that case does each paragraph begin 
with a capital letter even in the middle of a sentence? What are the 
various ways of giving emphasis? Which is the best? Why are 
three different ways required? In Letter 109, what three methods 
of emphasis are used? Is there such a thing as over-emphasis? Do 
you think this letter is open to the criticism of over-emphasis? In 
what special way may the address be written to make it attract at- 
tention? Is this form advisable for common use? What is the re- 
sult of using a peculiar method too often? 

Punctuation: Account for the semi-colons in Letter 107. Who 
answers the questions in a soliciting letter? What is the value of 
such questions? In Letter 108 do you see any places in which the 
sentences could just as well be divided by semi-colons instead of 
periods? Why was this style not used? Give a reason for each dash 
in Letter 109. Why is “tf” quoted? (This is a colloquial abbrevia- 
tion for “till forbid.”) What is the meaning of the colon used in 
Letter 110? 

Correct English. (“100% English,” Book II, Part III.) Is the repeti- 
tion of the word “grammar” in the following a matter for criticism? 
“Grammar is a good thing. I do not object to grammar. Grammar 
is all right in its place. But it is folly to try to give a four monthg’ 
course in grammar in three weeks.” Would you criticise the recur- 
rence of the same sound in the following: “He inquired what you 
require in the form of bookkeeping forms.” Are the following sen- 
tences too short: “Perhaps you think my prices high. I can prove 
them just as low as any. Won’t you come and let me show you? 
It is no trouble in the world to talk to callers. I like to be bothered. 
Come in tomorrow, can’t you?” Can you find an example of a sen- 
tence that is too long for business purposes? (Look in any literary 
work.) 
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Questions (Answers in Chap. XXI of Textbook): What are the 
five steps in making a letter or advertisement sell goods? From 
whose point of view should you start? Why? How can you make 
a letter enthusiastic? Why is it necessary to be simple? What is 
the justification for making Letter 112 solong? Why must Letter 114 
be so short? Why do you think the short paragraphs at the end of 
Letter 115 are indented differently from other paragraphs? If it is 
well to have paragraphs short, why are some allowed to be long? 
How do you give variety to a letter? What is the objection to using 
one style or method often? How are groups of paragraphs indicated 
in Letter 117? Why is this necessary? Analyze each of the letters 
in this chapter according to the five elements of salesmanship in let- 
ters, pointing out how each element is represented or illustrated in 
each letter. 

Punctuation: Look over the letters in this chapter and see how 
many rules are required to account for the different punctuation 
marks used, and make out a list of these rules. In Letter 112 what 
is the reason for capitalizing “How to Write Letters that Pull” in 
the fourth paragraph? “System in Business Correspondence” in the 
next paragraph? What is the meaning of the dash in the fifth para- 
graph? In the sixth paragraph?’ How is a quotation within a quo- 
tation indicated? A quotation within that? Account for the hyphens 
in Letter 113. Account for the semi-colons; for the dashes. Would 
any other punctuation marks take the place of the parentheses in 
Letter 114? Why is “up against it” put in quotation marks in Let- 
ter 1152 Why is one sentence in this letter divided into several 
paragraphs? With what punctuation marks are such paragraphs di- 
vided? Do they always begin with capital letters even in the middle 
of a sentence? 

Correct English. (“100% English,” Book II, Part TIL). so0ok 
through “How to Do Business by Letter” and find one good example 
of the pleasant alternation of long sentences with short. What is the 
objection to certain expressions in the following?—“Mr. James Gorley, 
a prominent citizen of Aurora, entertained a party of friends at a 
sumptuous collation served upon the lawn in front of his handsome 
residence on North Avenue. Many fair ladies graced the auspicious 
occasion, and all voted it one long to be remembered.” Can you ex- 
press the preceding in simple and natural language that is not time- 
worn? Are there any superfluous words in the following?—‘I have 
got to get my lunch the first thing I do, and then Johnny Hall and I 
have agreed to slip down together to see the latter end of the baseball 
game.” 
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ee ne, a eon ae ; 
The Northern Furniture Company manufactures th line 
of \Empress“and ‘NRrincess/dressers in the world-7nindty-five 
7 = yn. Ace OF. y © 4, p \ 


hy 


varieties. Why? because scorés-ofr dealers buy Empress/and Phd n- ‘ 
oe ee Na ce ere ee Lf = 
cess Dressers in Sheboygan even when placing theiry orders, nearer 
home. Elegant mesa: is the popular style to-day, and that is, 
the key riote of the northern line. holy: 


a 8 
_ Above Gn everything is well nade You wont find Northern 


hated a 


upftofdate. It is I ioht looks the latest or the Eanes That is 


bw 
why the Northern line sells fast amd. sey al, | e 
, We make i poin not, to let slow sellers get on yeur floor 2 
art hegle eres a) 
ar. 


ae = 
railing to pieces on,your floor. /jand ees is strictly 


a The goods areypop The prices are right--from low and 
moderate to as good as even the highest-class dealer wants to pay. 


Our medium-priced furniture has been gradually making its way 
into some of the, best ety hoacee mele (nla SLlaD 


Drop us a pestert card and Get us send you a special circular 


showing our full line of Princess and Empress Dressers. 


: week 
a Hortharn Fam Oo Ny Cane 
Cote ; Sheboygan, Wisco. Cop 


Notation: Carefully copy this page, correcting all mistakes so as . 
to make a clean, neat transcript. Copy first with pen and ink, and 
then copy the same page with the typewriter. 
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